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^E^'DRA^NDUM FOR: Director of Central Intelligence 

FROM : F. W. M. Janney 

Director of Personnel 

SUBJECT : Career Guidance 

REFERENCE : Memo fr DCI to D/Pers dtd 17 Jul 78, subj: 

Recruitment and Career Guidance 


1. Action Required : None. This memorandum is in response to 
paragraph 3 of reference requesting information relative to the career 
counseling services available in the Agency. Paragraphs 1 and 2 of 
reference are being answered separately. 

2. Discussion : Career counseling has al;vays been a viable service 
in the Agency but was given formal status and visibility in 1973 in 
response to a recommendation of the Personnel Approaches St udy Group . 
Tlieir recommendation was incorporated in the regulations in 

which requires the Heads of the Career Services to create a Career 
Service-wide counseling program to provide: 

a. Counseling for employees when recommended in the course 
of the evaluation process ^ 

b. A visible counseling service where employees may go on 
their own initiative for career guidance and job assistance. 

3. Each Career Service has included specific information relative 
to tire career counseling services of that Directorate in its Personnel 
lUmdbook. These Handbooks are either given to each of the employees of 
the Career Service or are readily accessible for reference at identified 
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telephone nuTiber of the officiallv identification 

officL c“^n\A? 3 T 

Identified as Career Wanagemer^ OffSers 

^groups. Ihe grades of the omS? ^ Services or 

GS 14-16 range as reDresentincr io ^ but are usually in the 

Conponent personnel officers fre Sso^dSr?? n’ Agency activities, 
obtaining counseling serScL Tn sources for 

the designated counselors, all the hM*nS!= identification of 

through publication in^th^H^dbooS n? hv available either 

aad counselors. These Profiif-<; distribution to supervisors 
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Directorate level services career I” addition to the 
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A'- »v. M. Janne 
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Deputy D irector for Administration 

1. Directorate of Administration counseling services are presented 
m the Directorate of Administration Personnel Management Handbook 
pages 18-20 Section VII. 

2. The section describes the several categories of counseling 
available to employees including Job and Career-Related Counseling. 

The section also identifies by title and telephone extension those 
responsible for providing these counseling services. For Job and 
Career-Related counseling it identifies the Directorate Career 
Management Staff and lists their telephone extension. 

3. Within the Offices of the DM the number of officers Involved 
in Job and Career-Related counseling varies among the offices from ' 

1 to 22 with the Office of Communications having the greatest number. 

4. Ihe Directorate of Administration distributes the Personnel 
Management Handbook to the DDA Offices with instructions to advertise 
it widely. The format of the Handbook provides space for the addition 

of individual sub-group material on Job and Career-Related information 
guidance. 
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National Foreign Assessment Center 

1. NFAC Counseling Services are presented in the Career Service 
Personnel Handbook, pages 23-25, Section VI, Employee Counseling. 

2. The section describes the several categories of counseling 
available to employees among which are Job and Career-Related Counseling 
and Job Opportunity Counseling. The section also identifies by job 
title and telephone extension the officers responsible for providing 
these services and the Directorate level Job and Career-Related 
Counseling. 

3. NFAC annually publishes in a Directorate Notice names and 
telephone numbers of all Directorate and Office Counselors. 

4. NFAC will distribute its new, revised Handbook to each NFAC 
employee via con 5 )uter generated routing sheets. 
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i. Directorate of Operations counseling servi 
in the o ^eiuig services are presented 

me reer Service Personnel Handbook pares 23 and 24 
section VIII, Career Counseling. P 23 and 24 
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th^ V ^ ^ eveiy employee has read 

ersonnel Evaluation System Handbook. The Handbo V d 

Panel Systo, and the criteria for “ 

grade. ^ and each 
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Deputy Director for Science and Technology 

1. Counseling services in the Directorate of Science and 
Technology are presented in section X, pages X-1 through X-3 in the 
Personnel Management Employee Handbook. 

. 2. The section describes the types of counseling and the 
responsibilities delegated at the siqjervisory level, the Office level 
and at the Directorate level. 

3. The handbook has been widely distributed with over 2700 copies 
distributed throughout the Directorate. The handbook is currently 
under revision and plans call for distribution to each enployee. 
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Executive Career Service 


1. Job and Career- Related Counseling in the Executive Career 
Service are referred to in paragraph F page 2 and paragraph I. page 3 
of the E Service Handbook. 

2. Job and Career- Related Counseling is described as the 
responsibility of management personnel at all levels in general, and 
specifically, the responsibility of the AO/DCI Personnel Officer. 

3. The handbook is distributed to each member of the "E" Career 
Service. 
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